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ft. Specific and concise statement of problem. 

a. assumptions 

ft. ©ae only assumptions required for a logical discussion of problem, 
b. Assumptions, while not facts, must have a basis or foundation of 
fast. 

0. So not use assumptions when facts are available . 

3 - stacks mmm oh m problem 

ft. List essential facts in logical sequence, 
b. list unfavorable a# well as favorable facts, 
e. list only important facts bearing directly on problem. 
k, BI8CUSSI0H 

a. Analyse facts collected for both advantages and disadvantages . 

b. List all feasible solution# to the problem. 

0. CONCLUSIONS 

a. i l i ainat e alternate lines of action. 

b. State the results (conclusions) derived by a reasoned Judgment 

ef the effects and implications of the essential facts. 
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6 * BMiomsmmm 

ft* Provide & direct solution* 

b. ©wart a complete, concise, and clear-cut course of action permit- 
ting simple approval or disapproval* 

filature 

Title 

Annexes: (include detailed supporting information in succeeding lettered 
annexes. Reference must be made to these in tody of study. 

Staff studies should be complete without having to read annexes. 
Annexes should only provide correlating and substantiating in- 
formation.) 

Occurrences: (List here other offices or individuals affected by tfce 
problem, Provide space for date and signature of con- 
curring officer. When there is a aonccncurreace, reasons 
therefor vill be stated and attached as an annex,) 

Action by Approving Authority: 

Bate . 

Approved (Disapproved) , exceptions, if any. 

Signature 

Attachments: (Implementing memorandums, messages, and directives in final 
ffcrm for the signature of the proper authority) . 
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